
Updating the Supplier Registration Record
http://purchasing.houstontx.gov

Vendors Assistance Desk 
PH: 832-393-8800 Fax: 832-393-8761

To Update your Vendor Record
Please visit the web site@:

http://purchasing.houstontx.gov



Vendor Access
Select

Registered 
Vendors Logon



Supplier must have a Web Account 
log in email/password to log in.  If 
you get an error message, please 
don’t create a new web account. 
Contact the Vendors Assistance 

Office at 832-393-8800 

Helpful tool to 
search for 

existing profile



To update the Vendor Profile 
please select: 

Web Account Profile and
Supplier Registration Info

Both areas required to update



Web Account 
Information page
Complete update 

and 
Select Save



Supplier Registration page
Select Edit

Vendor Sale Profile
Or 

Remittance Profile



Update Vendor profile data, or to 
add additional NIPG codes.

System doesn’t  allow to change 
EIN #/SSN, submit a new W8/W9 

form or contact the
Vendor’s Assistance Office at 

832- 393-8800



Once the Update 
Vendor Profile is 

completed 
Select SAVE



This is the screen to review if the change 
took successfully. If an error message is 

received, please select the back arrow and 
re-edit the supplier application and click 

Select SAVE


